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Chapter 1

Purpose and General Funding Palicies

1.1 Introduction

Purpose of Policy Document

This document has been prepared to inform potentia local EM S agency (LEMSA)
gpplicants of the funding criteria, digibility requirements and alocation methodology used to
distribute the Federal Block Grant funds, and to assist the LEMSAs with the preparation of
proposas for Federal Block Grant funds alocated by the Emergency Medica Services
Authority (EMS Authority). In addition to providing guidance in the preparation of the grant
proposal, this document aso sets forth the grant management and reporting policies
LEMSAs are required to follow as a condition for receiving Federa Block Grant funds.

EMS Sygem Development Importance

A coordinated statewide EM S system provides day-to-day emergency medica care and
formsthe basis for any disaster medical response. The gppropriate and timely provision of
emergency medica careis an overdl benefit to society. Without this care, unnecessary
morbidity and mortality will occur which, in addition to increased human suffering, resultsin
increased hedth care costs and loss of public revenue. Although delivering emergency and
acute critica care is the most expensive of al medica services, promotion of a coordinated
system for this care resultsin optima utilization and alocation of hedlth care resources and
overd| decreased health care expenditures.

It isthe god of the EMS Authority that dl Caifornians are served by an EMS system that:

. iseadly accessble and available to al persons needing emergency care;

. includes a comprehensive range of sarvices,

. provides high qudity care;

. has an efficient and cogt-effective management structure;

. provides public education and informetion;

. has adequate personnd training programs,

. is responsive to loca needs; and,

. provides for coordination of medical mutud aid a locd, regiond, sate, and federa

levelsin the event of a disaster.
1.2 Funding of Local EMS Systems

Section 1797.200 of Divison 2.5 of the Hedlth and Safety Code permits a county to
develop an EMS program. Each county developing an EMS program must designate a
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LEMSA which shdl be the county hedlth department, an agency established and operated
by the county, an entity with which the county contracts for the purposes of administration,

or ajoint powers agency. Funding for the operation of LEMSAs s generdly the
respongibility of the county establishing the EMS program. In Cdifornia, the development of
EMS systems has been varied as aresult of the sate' slarge Sze, geographicd features,
diverse population distribution, and differing availability at the locd leve of adequate finances
and other resources. In an effort to promote the development and improvement of EMS
systems, the EMS Authority utilizes federa block grant funding to provide grantsto
LEMSAsfor the development, improvement, and evauation of locd and regiond EMS
services.

1.3  Funding Eligibility

For each Fisca Year, LEMSA projects funded using the federa block grant monieswill be
contingent upon the LEMSAs following al applicable state and federd statutes, regulations,
and guiddinesinduding but not limited to the following:

1. Each LEMSA requesting funding must have on file with the EMS Authority a current
board approved EMS plan that addresses dl of the components of an EMS system
as defined in Section 1797.103 of the Health and Safety code.

2. Each LEMSA that hasimplemented a trauma care system must have submitted a
trauma care system plan to the EM S Authority in compliance with Section 1797.257
of the Hedlth and Safety Code.

3. Each LEMSA that hasimplemented a Public Safety Defibrillation program must
have on file with the EMS Authority a current annua report, in compliance with
Section 100021 (c) (8) (A)(B) of the First Aid Standards for Public Safety
Personnd, Cdifornia Code of Regulations (Title 22).

4, Each LEMSA that has recelved specid project grant funds for data system
development and each regiona EM'S agency that receives State Generd Fund
support monies must be regularly providing to the EMS Authority, data that
conforms with the EMS Authority’ s Cdifornia EM S Data Systems Standards and
the Cdifornia State Uniform Prehospita Data Set.

5. Each LEMSA must be providing coordination of loca medica and hospital disaster
preparedness and response activities in cooperation with the EM S Authority and
other local, state, and federa entities, in compliance with Section 1797.151 of the
Hedlth and Safety Code.

Any LEMSA that does not comply with the above list of requirements will not be digible to
recelve Federa Block Grant funds awarded by the EMS Authority.
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1.4 Federal Block Grant Funded Projects

Federd Block Grant funds are dlocated to LEMSAs annudly for specia projectsto
develop, implement, and improve locd and state EMS capabilities that have been identified
asneedsin the LEMSA’s EM S plan and through annud evauation, and input from the
EMSAAC Grant Advisory Committee.

NOTE: Federal Block Grant Fundswill not be allocated to any multi-county agency
receiving State General Fundsfor the purpose of fulfilling objectivesrequired under
the State General Fund digibility criteria.

1.5 Funding Redtrictions

Section 1904 of Part A of title X1X of the Public Hedlth Services Act permits the use of
federa block grant monies for “ Activities congstent with making progress toward achieving
the ... year 2000 hedlth objectives ... “. With respect to EM S systems, Section 1904
specificaly permits the use of federd block grant monies for “Feagibility studies and planning
for emergency medica services systems and the establishment,expansion, and improvement
of such systems ...related planning, adminitration, and educationd activities ...monitoring
and evaudtion of activities...”

The following restrictions gpply to the use of the federa block grant monies:

1. The federa block grant monies may not be used to supplant loca or state funding
for EMS programs.

2. The federa block grant monies may not be used for the provison of direct EMS
services.

3. The federa block grant monies may not be used for the purchase of equipment for
the operation of the EMS system. Exception: With the gpprova of the EMS
Authority, the federal monies may be budgeted and used for up to 50% of the costs
for communications equipment for the locd EMS system.

4, The federd block grant monies may not be used as arequired locad match for state
or other federa monies.

1.6 RFP Processfor New Special Project Grants

The EMS Authority determines the Request for Proposa (RFP) process for each FY based
upon advice from the EMSAAC Grant Advisory Committee for new specid projects. An
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RFP isdigtributed to dl LEMSAsin Oct/Nov of each fiscal year. These projectswill be
funded using monies from Federa Block Grant (dso known as the Preventive Hedlth and
Hedth Services Block Grant) which are digtributed annudly to the states by the Center for
Disease Control, after the funds are appropriated through the federal budget process.

1.7 Proposal Review Process
. The EMS Authority uses a competitive grant selection process.

. A review committee congsting of 8-10 reviewers will be convened in Sacramento or
acentralized location. The committee may consst of EMS adminigtrators, medical
directors, and subject experts as determined appropriate by the EMS Authority.
Individuas will not serve on the committee for which their LEM SA has submitted an
gpplication or for which they have any other conflict of interest. There will be one
primary and one secondary reviewer for each grant application. They will review in
depth and present the project to the whole committee. All proposa review
committee members will have copies of dl the proposals being reviewed by the
proposa review committee.

. The reviewers will make their recommendations for each proposal. All proposas
will be scored and ranked by the review committee member. A copy of the score
sheet that will be used to score each proposal is attached (See Attachment A).

1.8 AppealsProcess

A LEMSA may file awritten gpped of the EMS Authority’ s decison to not gpprove a
proposd for funding, to fund at alower level than requested or to modify the project
objectives(s) asacondition for funding agrant. A notice of gpped must be filed with the
EMS Authority, 1930 9" Street, Sacramento, CA 95814, within five (5) working days after
the proposed awards are announced. Within five (5) working days after filing the notice of
goped, the protesting bidder mugt file with the EM S Authority afull and complete written
statement specifying the grounds for the gppedl. The decision and recommendations
reached by the review committee are not grounds for appeal. The Director/Chief Deputy
Director will review al information submitted with regards to the gpped and render a written
decison regarding the gpped within thirty (30) working days. The decison of the
Director/Chief Deputy Director of EMSA shdl befind.

19 Proposal Feedback

EMSA'’s Contract Manager will provide asummary of the review committeg s comments
for each proposd to help gpplicants improve future proposds for funding.
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1.10 Second Year Grants

A limited number of projects may be initidly gpproved as two year projects when one year
would not be sufficient to adequately complete a particular objective or objectives. The
second year funding of projects that were approved for two yearsin the initia project
review and selection process will be subject to asmplified review by EMSA gaff only and
will be funded (without having to repest the competitive review process) if the project is
progressing satisfactorily and dl igibility requirements are being met.

Second Year Grant proposals must meet al other requirements delineated in this document.
1.11 Determination of Grant Amounts
The EMS Authority will make the final selection of projects to be funded. Fundswill be
alocated according to the committee' s ranking of the proposals and the need as determined
by the EMS Authority. Amounts alocated will be related to the appropriateness of the
budget, the potentia benefit, and the availahility of funds.
1.12 Noticeof Approval

Once the Governor announces the awards, the applicant agency will be notified by the EMS
Authority if a project has been approved/disapproved.
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Chapter 2
Proposal Preparation & Application Process

21

2.2

2.3

24

Grant Proposals
All grant proposals must include the following itemsin the order presented below.

Proposal Cover Checklist
Summary Sheet
Problem/Needs Statement
Project Description
Proposed Objectives
Implementation Timetable and Milestones
Project Evduation Plan
Statement of Intent
Budget

- Budget Categories

- Budget Detall/Narrative
10.  Organizationd Chart

11.  Letter(s) of Support

©ooNOUAWNE

Ingtructions for completing each of these sections are detalled on the following pages. A
sample for each of the proposa componentsis attached to assst you in the preparation of
your proposa. The samples were taken from an actual EMSC proposd that was highly
rated by the proposal review committee.

Proposal Cover Checklist

The proposal check sheet isintended as atool to help the LEM SAs insure that each
proposal is complete and to help EMSA’s Contract Manager sort the proposals. It must be
completed and al items answered. A copy of the check sheet is attached (See Attachment
B).

Summary Shest

Please complete dl items on the summary sheet and attach to the top of each proposd. A
copy of the summary sheet is attached (Attachment C).

Problem/Needs Statement

A clearly worded problem/needs statement is one of the most important parts of your
proposd. It should be carefully written so astoo fully describe the problem and itsimpact,
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ramifications, etc. The problem to be addressed must elther have been identified as a need
in the LEMSA’ s mogt recent EM S plan or address a pressing new need that has devel oped
sncethe lagt plan update was submitted.

Applicants should provide pertinent data thet identify and dlarify the problem. The following
are examples of data categories that might be provided, assuming that such information is
available and rdlevant:

patient factors

clinica problems

population covered

geographic area served

sarvice delivery factors

locd involvement

under-served populations targeted

NN ) N ) ) )

A completed problem/needs stlatement should contain a narrative description that is
supported by objective(s) and quantitative data when available. A sample Problen/Needs
Statement is attached (See Attachment D).

25 Project Description

This sectionis very important. Provide a narrative description of the proposed project. The
scope of the project design should flow logicaly from the problem/needs satement. This
section should discuss the anticipated accomplishments of the project in generd terms. The
project description should also identify projects with statewide applicability. A sample
Project Description is attached (See Attachment E).

2.6 Project Objectives

Since the contracts for funded proposals will generdly be for atwelve (12) month period
coinciding with the State fiscal year, July 1 through June 30, proposals should describe
measurable objectives that can be completed during that period. The project time period
must be specified for each objective.

Each proposa must contain clearly stated objectives. The objectives must specificaly state
what will be accomplished and must identify quantifiable criteria by which the success of the
project will be measured. Each objective should be numbered and must describe specific
activities to be undertaken to complete the objective (e.g. Objective 1, Activities 1.1, 1.2,
1.3, etc.). Each objective must specify the resources that will be needed to complete that
objective, and must describe the methodology that will be used to evaluate the outcome of
the objective. Objectives should be attainable using the resources requested in the project
budget. If aproject has statewide gpplicability, the project must include an objective to
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digtribute copies of the find product(s) to dl LEMSAs.
The following guidelines for writing objectives should be adhered to:
. The objective should be redistic and attainable.
. Each objective should specify a single key result to be accomplished.
. Each objective should be stated in an easy to understand and measurable form.
Be sureto quantify all objectives.
A sample of project objectivesis attached (See Attachment F).
2.7 Implementation Timetable and Milestones
Each of the objectives must have a specified completion date. If an objective cons s of
multiple activities, a completion date should be specified for each activity. A sample
Implementation Timetable and Milestones Chart is attached (See Attachment G).

2.8 Project Evaluation

An objective method of evauating the project should be specified. In essence, the purpose
of the evaluation isto measure the degree to which the project achieves its stated objectives.

Well-written objectives help structure the evauation. The evauation consists of comparing
the project objectives (i.e., what was planned) with the actud project outcome. The

evauation plan shdl:

. State the mgjor evaluation question (i.e., objectives) to be answered by this project.

. Specify a measurable means of identifying ongoing progress (i.e., performance
indicators).

. |dentify the data to be used in the evauation.

. Identify the person or position responsible for the evauation.

. Measure benefits in terms of project impact or other identifiable criteria, when
appropriate.

. Assess cost effectiveness, when appropriate.

A sample Project Evaluation is attached (See Attachment H).
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29

2.10

211

212

2.13

Statement of Intent
Indicate the LEM SAs intent to incorporate and continue any program developed by the

project. This statement should be based on a consideration of continuing program cost. A
sample Statement of Intent is attached (See Attachment I).

Budget

Each proposa must include a separate section titled "Budget”. The budget must cover the
entire period of expected project operation. The proposed budget must show by line-item
the proposed costs and resources to be used for the project. A copy of the budget forms,
including a budget summary and budget detail/narrative is attached (See Attachment J).
Organizational Structure

Each proposd must include an organizationd chart of LEMSA staff and must identify by
title, name, FTE, and qudifications, any staff who will be paid by the project.

L etter(s) of Support

L etter(s) of support from the agencies and organizations with direct programmetic
involvement must be submitted with the proposd if the proposed project would involve any
other agencies or organizations.

Submission of Proposal

One origina proposa and six (6) copies must be forwarded to the EMS Authority. Please
do not bind or three hole punch the proposals, as various sections of funded proposas
will be incorporated into the contract(s).

EMS Authority saff are available to help at any stage in the preparation of the proposd.
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Chapter 3
Allowable Costs

31 Genead

This chapter sets forth basic principles for determining alowable costs under the Federa
Block Grant Program.

The application of these principles is based on the fundamenta premise that:

@ In order to be“alowable’, costs must be compatible with the applicable federa and
date requirements.

? OMB Circular A-87; Cost Principles for State and Loca Governments, as
revised; and,
? State Contracting Manudl.

(b) Applicant agencies are responsible for efficient and effective adminigtration of the
system through the application of sound management practices, and,

(© Expenditures are consistent with objectives identified in the contract.

Only those budgeted costs identified in the contract that appear in the contractor's
accounting records and are supported by proper source documentation are digible for
reimbursement.

Federd locd assistance funds are provided on areimbursement basis after the expense has
been incurred and upon submission of areimbursement claim.

Codtsincurred under one contract shall not be shifted to another contract.
3.2 Eligibility Requirements

To be digible for rembursement under the Federa Block Grant Program, costs must meet
the following criteria

@ Be necessary and reasonable for proper and efficient administration of the
project.

(b) Be permissible under sate and local laws and regulations and conform to any
limitations or exclusons st forth in these principles, federd laws or regulations,
other governing limitations.
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(© Not be dlocable to, or included as a cost of, any other sate or federally financed
program.

(d) Be reduced by any “applicable credits’, such as purchase discounts, rebates,
alowances, overpayments, or erroneous charges.

(e Not result in a profit or other increment to the applicant agency.

® Beincurred on or after the effective date of the project and on or before the project
termination date.

3.3 Administrative/ ndirect Costs

Each LEMSA receiving agrant will be alowed either to direct cost dl expensesor to dam
amaximum of 10% Adminigrative/Indirect Cogt (figured only on personne/benefits). A
LEMSA that chooses to utilize the 10% method will be required to submit to the EMS
Authority an indirect cogt rate plan identifying dl items included in the 10% with their
proposal. Each LEM SA choosing to usethe 10% method will not be permitted to
direct claim any of the indirect/administrative costsidentified below:

. Accounting

. Budgeting

. Communications

. Legd Expense

. Maintenance & Repairs
. Motor Pools

. Space (Rentd)

3.4 Typical Allowable Costs

This section contains an dphabetica list of typica cogsthat are generdly digible for
reimbursement under the Federd Block Grant funds. Thisligt isnot meant to be dl inclusive,
All allowable costs must be directly related to achieving the objectives and must be
explained in the budget detail/narrative. Specific information concerning alowable costs
may be obtained by contacting the Contracts Manager a the EMS Authority.

Accounting
The cost of establishing and maintaining accounting systems required for the
management of agrant isalowable. The cost of preparing payroll and maintaining
necessary related wage recordsis alowable.

Codgts for the recruitment, examination, certification, classfication, traning,
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establishment of pay standards, and related activities for grant programs are
dlowable.

Note: Thecost of maintaining central accounting recordsrequired for
overall state or local gover nment pur poses, such as appropriation and fund
accounts by thetreasurer, controller, or smilar officialsisconsidered to bea
general expense of government, and isnot allowable except to the extent, if
any, that acceptance of the grant directly increases the costs.

Advertising
Advertisng costs are dlowable for recruitment of personne required for the grant,
solicitation of bids for the procurement of services required, or for other purposes
specificaly provided for in the grant agreemen.

Budgeting

Cogtsincurred for the development, preparation, presentation, and execution of the
project budget are dlowable.

Communications

Communiceations cogts incurred for telephone cals, mail, messenger service, and
smilar communication expenses are dlowable.

Employee Benefits

Employee benfitsin the form of regular compensation paid to employees during
periods of authorized

Example: Retirement 1185% | eences from the job such as

Health 7.65% . .

workers Comp. 2749, Vecdl ons, sick leave, court
OASDI 620% leave military leave, and
Dental 102% dimilar absences are

Life Insurance 2.74%

alowable provided they are
pursuant to an approved
leave system. Employee benefitsin the form of employer's contributions to socia
security, life and hedlth insurance plans, unemployment insurance coverage,
workmen's compensation insurance, pension plans, severance pay, and the like are
adso dlowable. Thetota fringe benefits may not exceed 32% of sdaries,

32.00%
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Employee Salaries

Employee sdaries for services rendered during the period of performance under the
grant agreement are dlowable provided that the cost for individual employeesis
reasonable for the services rendered. Per the State Contracting Manua Section
3.17.1 A, sdlaries may not exceed date salaries for comparable positions. Identify
the monthly, weekly, or hourly rates, and personnel classifications. Reminder:
The cogts to be paid by specid project funds for portions of a specific podtion,
when added to costs for portions of the same position to be paid by other Federa
Block Grant funds and State Generd Fund grants, may not exceed 100% of the
total cost of the position.

Equipment

Equipment isdefined as an item costing $5,000 or more. Only the cost of
equipment necessary to carry out the grant project isdlowable. Federd law limits
the use of the funds for the purchase of equipment. EMS agencies may not use
federd block grant fundsto pay for hedth care operationa costs or for EMS system
equipment, except that funds may be used for the payment of not more than 50% of
the codts of purchasing communications equipment. Equipment to be purchased
must be itemized and discussed in the budget detail/ narrative.

Note: All equipment purchased with funds received through this contract
will become the property of the State of California and must be tracked and
accounted for.

L egal Expenses
Legd expensesrequired in the adminigtration of grant programs are dlowable.
Maintenance and Repairs

The cogs for utilities, insurance, security, janitorid services, eevator service, upkeep
of grounds, necessary maintenance, norma repairs are alowable to the extent that
they: (1) keep property (including Federa property, unless otherwise provided for )
in an efficient operating condition, (2) do not add to the permanent value or property
or gppreciably prolong its intended life, and (3) are not otherwise included in renta
or other charges of space.
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Materials and Supplies

The cost of materids and supplies necessary to carry out the grant program is
alowable. Purchases should be charged at their actud cost after deducting dl cash
discounts, trade discounts, rebates, and allowances received. Withdrawals from
generd stores or stockrooms should be charged at cost under any recognized
method of pricing, consstently gpplied.

Items of equipment with an acquisition cost of less than $5,000 are considered to be
suppliesfor hilling purposes and are dlowable. However, dl computer components,
and other durable items such as copy machines, furniture, etc.,

purchased with funds received through this contract will become the property of the
State of Cdliforniaand will need to be tracked and accounted for. Such items may
continue to be utilized by the local EMS agency after the completion of the project,
but may not be trandferred for use by another department of loca government or be
disposed of without written approva of the EMS Authority.

Member ships, Subscriptions, and Professional Activities

The cogt of membership in business, technical and professiona organizations are
dlowable.

The cogts of meeting and conference rooms where the primary purposeisthe
dissemination of technicd information, including medls, transportation, renta of
mesting facilities, and other incidental costs are alowable only when directly related
to the project and the expenditures are identified in the budget.

The costs of subscriptions to business, professiona and technicd periodicas are
alowable when they are directly related to the project.

Motor Pools
The cost for the provison of acounty automobile for use directly for the project by
the gpplicant agency at amileage or fixed rate, including vehicle maintenance
ingpection and repair service, isdlowable.

Printing and Reproduction

The costs of necessary printing and reproduction services directly for the project,
including forms, reports, manuas, and smilar informationd literature, are alowable.
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Professional Services (Consultants)

The cogts for professiona services rendered by individuas or organizations not a
part of the gpplicant agency are dlowable when reasonable in relation to the services
rendered. All consultant/subcontracts exceeding $2,500 must have advance
approval by the EM S Authority. All expensesincurred by the consultant shal be
included in the Contractud Line Item and shdl not be made a part of any other line
item in any of the budget pages.

Space (Rental)

Renta reimbursement items should specify the unit rate, such asthe rate per square
foot. The cogt of spacein privately or publicly owned buildings used specificaly for
the benefit of the project is dlowable subject to the following conditions: 1) the tota
cost of gpace whether in aprivatdy or publicly owned building, may not exceed the
rental cost of comparable space and facilitiesin a privately owned building in the
same locality; 2) the cost of space procured for the project may not be charged for
periods of non-occupancy; 3) maintenance and operation - the cogt of utilities,
Insurance, security, janitorid services, eevator service, upkeep of grounds and
normd repairs are alowable to the extent they are not otherwise included in rental or
other charges for space; and 4) costsincurred for rearrangement and ateration of
fecilities are not dlowable.

Training

The cogt of in-service training provided for employee development that directly
benefits the project is dlowable.

Traved

Travel cogts are dlowable for trangportation, lodging, subsistence, and related items
incurred by agency employees who are traveling on officid business directly related
to the grant project. Transportation expenses consst of the charges for commercia
carier fares; private car mileage alowances, overnight and day parking; bridge and
road tolls, necessary bus or taxi fares;, and dl other charges essentia to the transport
from and to the individua’ s headquarters.

For lodging and per diem reimbursement rates, see Attachment N.
Out-of-state Travel

Out-of-state travel requires prior_approval by the EMS Authority. A written
justification and request for prior gpprova of out-of-state travel must be received at
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the EM S Authority at least 30 working days before the first day of the trip.

3.5 Unallowable Costs
The following are costs that are indigible for reimbursement under the Federa Block Grants.
Thisis not meant to be an dl-inclusive ligt. Specific information concerning these or other
alowable costs may be obtained by contacting the Contracts Andyst at the EM S Authority.
Alcoholic beverages
Codts of dcohaolic beverages are not alowable.
Audits (General)
Expenses for generd audits that a LEMSA or county is required to perform that are
not related directly to the project are not alowed.
Bad debts
L osses arising from uncollectible accounts and other claims, and related cogts are
not alowable.
Contingencies
Contributions to a contingency reserve or any smilar provison, excluding insurance
costs for unforseen events are not alowable.
Contributions and donations
Contributions and donations, including cash, property, and services, by
governmenta units to others, regardless of the recipient, are not dlowable.
Entertainment
Codsfor entertainment, including amusement, diversion, and socid activities and any
costs directly associated with such costs (such as tickets to shows or sports events,
medls, lodging, rentals, transportation, and gratuities) are not dlowable.
Fines and penalties
Codts resulting from violations of, or failure to comply with federd, Sate, and loca
laws and regulations are not dlowable.
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Fund raising and investment management costs
Cogsfor organized fund raising, including financid campaigns, solicitation of gifts
and bequests, and smilar expenses incurred to raise capital or obtain contributions
are not dlowable.

Cogtsfor investment counsdl and staff and Smilar expenses incurred to enhance
income from investments are not dlowable.

General Government Expense

The sdlaries and expenses of the office of the Governor or the chief executive of a
politica subdivison are not dlowable.

Honoraria

Honorariafor guest speakers are not allowable.

Interest

Cogtsincurred for interest on borrowed capita or the use of agovernmentd unit’'s
own funds, however represented, are not alowable.

L egal
Legd expenses for the prosecution of claims against the applicant agency, the state,
or the Federd Government are not alowable.

L egidlative Expense

Sdaries and other expenses of State legidatures or smilar loca governmentd bodies
such as county supervisors, city council, school boards, etc., are not dlowable.

Staffing Costs
Federa Block Grant funds may not be used to support any staff postion, or the

portion thereof, that is either supported by the State Generd Fund grant or identified
as alocd match for those funds.
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Chapter 4

I mplementation and Control of Approved Projects

4.1 Effective Date

The Standard Agreement will show an effective date of the contract. Clamsfor
reimbursement may be made only for funds expended subsequent to that date. No
reimbursement will be provided for expenses incurred prior to the effective date or after the
project ending date.

4.2 Project Amendments

LEMSAs may make minor adjustments in the budget without prior authorizations, however,
the amount of total adjustments cannot exceed $2,000 for the period of the contract and the
total budget authorized cannot be exceeded.

LEMSAs that wish to make a budget revison that exceeds $2,000 must submit a written
request with an explanation of the need, and a revised budget summary, and a budget
detall/narrative that specificadly identifies the line item(s) changed. The EMS Authority must
gpprove such revisonsin writing prior to their implementation. Project amendments for any
changes to the objectives must dso be approved in advance. LEM SAs requesting
amendments to their contract(s) must submit al revised pages with ajudtification to the EMS
Authority 30 days prior to the effective date of the change(s). All requests for a no-cost
time extenson must be received 30 days prior to the end date of the contract. LEMSAS
mugt natify the EM'S Authority in writing of any change to the Project Monitor within thirty
(30) days of the change.

NOTE: Under no circumstance will the contract be amended after the contr act
termination date.

4.3 Applicant Agency Responsibilities

Project Director/Coordinator

The project director must be a staff member of the gpplicant agency who has been assigned
the project. The project director/coordinator must be available for periodic operational
reviews by the EMS Authority. The EMS Authority must be notified in writing of any
change of the project director/coordinator.

The project director/coordinator is respongible for controlling and establishing operating
procedures to ensure adequate administration of the project in accordance with the terms of
the agreement. Emphasis should be given to:
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. Maintaining the agreed upon work schedules;

. Maintaining costs within the gpproved amounts for each category;
. Ensuring that cogts incurred are only for approved items,
. Maintaining adequate records for vaidation of project progress and

accountability for al funds expended on the project;
. Submittal of required project reports (see Chapter 7); and
. Conducting periodic project evauations.

LEMSAs are respongible for promptly notifying the EMS Authority of any problems that
arise with a project.

4.4  Fiscal Officer

Thefisca or accounting officer is respongible for establishing accounts and maintaining
accounting records that reflect the actual costs of the project. Claims for reimbursement of
project costs should be prepared under the accounting officer's supervision. Such clams are
limited to those costs shown on officid agency records. Claims for reimbursement must be
for total expenditure for that time period.

45 EMSAuthority Responsbilities

The EMS Authority has the responsibility and authority to review and eva uate the progress
of each project as deemed necessary. Such review and evauation will be made for the
purpose of assigting the LEMSA in understanding and complying with the required
procedures and for gaining maximum benefits from the funds expended.

The EMS Authority Project Monitor and the Contracts Manager both have the responsibility
of recommending to the Director/Chief Deputy Director of the EMS Authority the
cancellation of any project that is not being implemented in accordance with applicable
federal and state laws, or pursuant to the terms of the signed project agreement.

Any questions regarding the contract, including but not limited to Budget Revisons, Invoices,
Contract Advance Payments, Reports, and Extensions, shall be directed to the attention of
the Contracts Manager for the State EMS Authority.

4.6 Liaison With Other Agencies
Meetings between agencies undertaking smilar projects are encouraged in order to
coordinate related activities as much as possible. The EMS Authority isavallableto assgt in
the coordination of such meetings.

4.7  Withholding, Termination and/or Denial of Grant Funds
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The EMS Authority may terminate any project prior to the contract termination date if the
project is not being implemented in accordance with the policies established in this document
or pursuant to the terms of the sSigned contract. A project may be terminated at any time for
breach and the EM S Authority may aso terminate unilateraly and without cause upon thirty
(30) working days written notice to the Contractor. Payment for alowable costs up to the
date of termination will be subject to negatiation. This contract may be cancded at any time
by ether party, by giving thirty (30) days advance written notice to the other party.

A LEMSA may apped adecison by the EMS Authority to terminate agrant. The Loca
EMS agency mudt file with the EM S Authority, 1930 9" Street, Sacramento, CA 95814 a
full and complete written statement specifying the grounds for the apped within thirty (30)
days of notification to terminate. The Director/Chief Deputy Director will review al
information submitted with regards to the apped and render a written decision regarding the
gpped within thirty (30) working days. The decision of the Director/Chief Deputy Director
of EMSA dhdl befind.

4.8 Termination Requested by the Contractor

Upon written request of the contractor and prior review and gpprova by the EMS
Authority, a contract may be terminated without prejudice when the agency findsit is unable
to continue with the project for justified reasons beyond its control. 1n such circumstances,
the maximum rembursement of cdlamed codts to the date of termination is limited to the
negotiated amount determined to be dlowable by areview of the project records.

49 Closeout of Projects
Approximately 30 days prior to the project ending date, EMSA’ s Contracts Manager will
mail anotice to the project director. This condtitutes areminder of the fina date of the
project and the due date of the find report and find clam.

4.10 Funding Availability
If during the term of the grant award, federa funds become reduced or eliminated, EMSA

may immediately terminate or reduce the grant award upon written notice to the locad EMS
adminigrator.
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Chapter 5
Fiscal Requirements

5.1 Genera

It isthe LEMSASs responsihility to ensure that dl costs of the project are entered into the
agency's accounting system, and that procedures are established and source documents
developed that will rdiably account for the funds expended.

The applicant agency is required to maintain detailed source documents covering al costs
charged to the project. These documents provide the source of entries into the accounting
records and support costs reported on each reimbursement claim presented to the EMS
Authority.

The applicant agency isrequired to adhere to established standards and requirements
governing the utilization and disposition of property (equipment) acquired wholly or in part
by grant funds. LEMSASs may use their own property management procedures as long as
the provisions of the property management section of this document are aso adhered to.

All contract transactions are subject to audit. Failure to comply with the audit provisions of
this section may result in audit exceptions and subsequent recovery of funds. (See Audit
Requirements)

5.2  Accounting Records

Any accounting system may be used aslong as it conforms to generally accepted accounting
principles (GAAP). In generd, this means that the existing accounting system of a political
subdivison or LEMSA may be used.

It is preferable that the project expenditures are recorded directly in specia project
accounts, but they may be recorded in regular accounts provided an audit trail exids. A
complete list of expenditures must be maintained to facilitate an audit of project expenditures
and preparation of claims for rembursement.

Specia job numbers or work activity codes should be established to segregate and record
labor cogtsif an agency employeeis paid from more than one funding source.

5.3  Acceptable Sour ce Documents
Personnel Costs

@ Payrolls must be on file for salary information. Labor charged to the project must
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(b)

(©

(d)

(€

be supported by individud daily time cards or payroll period time sheets.

In some instances, working hours are recorded by exception; i.e., only vacation, Sck
leave, jury duty, etc., hours are recorded. In such cases, specia additional
documentation or worksheets shall be kept to support time chargesble to the
project.

Project work time must be certified for each individua by a supervisor. Such work
time certifications should be promptly forwarded to the accounting or payroll unit to
determine labor cost chargeable to the project and subsequently entered into agency
accounting records.

All time sheets (whether exception or actud time) must be sgned by the employee
and certified by the employeeg's supervisor.

Employee benefits must be supported by formally established and approved pay
rates, reflecting personnd policies and procedures of the funded entity or generaly
accepted practices within budgetary alotments.

Travel Expenses

@

(b)

Travel expenses must be supported by reimbursement voucher for each individua
traveling on the project. When the project budget includes travel outside the State
of Cdifornia, the project director/adminigtrator must notify the EMS Authority in
writing and obtain approva in advance for each trip.

Expenses for trangportation in agency-owned vehicles must be supported by records
showing where, when, and by whom used and milesinvolved. Cost records must
show how the mileage rate or other unit costs were developed. Car rentals from
public or private agencies must be supported by proper invoices.

Professional Service Costs (Consultants)

@

(b)

(©

Expenses for labor or services provided by private firms, individuals or other
agencies must be supported by an approved and properly executed contractua
agreement or interagency agreement. Such agreements must indicate the term,
scope, anticipated product or outcome if gpplicable and identify the monthly,
weekly, or hourly rate of al consultants to be incurred under the contract.

Reimbursement must be supported by itemized invoicesin accordance with the
terms and budget of the contract.

All items of expense for consultants (including trave, etc.) are to be included in the
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contractud line item.

Equipment

Loca assstance funds may not be used for the cost of operating a system or for the
purchase of EMS or hedlthcare equipment for the operation of the syssem. An inventory of
al office furnishings and equipment purchased with grant funds must be maintained in the
LEMSA files. All equipment purchased with fundsreceived through a contract shall
become the property of the State of California.

(Equipment is defined as an item costing $5,000.00 or more)
Other Direct Costs

All other direct costs must be supported by purchase orders or other origina documents
signed by the proper authority. Receipt of such items must be supported by properly signed
and dated ddlivery dips or invoices.

Cost of dl items and services obtained from existing supplies for use on the project must be
supported by locd request, letter, memorandum or other origina document signed by proper
authority.

A rentd or lease agreement must be maintained in the project files for al items or facilities
obtained and paid for in this manner. Proper billings for usage must dso be onfile.

Operationd costs for a building used solely by the project may be reimbursed on the basis of
actud codts of utilities, maintenance, repairs and other gpplicable costs. Partid usage
requires that such costs be computed on the basis of square footage. Documentation must
be available to support the computation.

Sour ce Document Retention Period

The gpplicant agency must retain al project source documents and make them available for
State and Federa audit for a period of three years following date of the find reimbursement
of project expenditures. If audit findings have not been resolved, records shdl be retained
until the audit findings are resolved.

Property Management

The applicant agency is accountable for dl tangible property during the term of the project
and for dl non expendable property throughout its useful life.
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The applicant agency must ensure that adequate controls are provided to safeguard property
in its possession and that any such property loss or theft of is promptly reported to the EMS
Authority.

Property must be maintained in good working condition and may not be conveyed, sold or
transferred without approva of the EMS Authority.

The agency must maintain updated inventory and location records which will include dl
property purchased during the funding period.

Intellectual Property Rights

EMSA shdl own dl rights, title and interest in and to any software, source code,
documentation, and any other products devel oped and created by the contractor and
subcontractor(s) from the date such software, source code, documentation, and other
products are conceived, created or fixed in atangible medium, as part of a contract/grant.

Data developed under this contract/grant shall become the property of EMSA. It shdl not
be disclosed without the written permission of the Director of the EMS Authority. Each
report developed for this contract shall aso become the property of EMSA and shall not be
disclosed except in such manner and such time as the Director of the EM S Authority may
direct.

No products, processes, or materials developed using grant funds may be patented or
copyrighted. The EMS Authority reserves aroydty-free, nonexclusive and irrevocable
license to reproduce, publish, or otherwise use, and to authorize others to use, the work for
the benefit of public purposes and interests.

During and after the term of the Contract, contractor and subcontractor(s) will not use,
disclose or otherwise permit any person or entity access to any of the Confidential
Information and Materials. Contractor and subcontractor(s) understand that contractor and
subcontractor(s) are not alowed to sdll, license or otherwise exploit any products or
sarvices (including software in any form) which embody in whole or in part any Confidentia
Information and Materids.

Upon termination of the Contract for any reason whatsoever, contractor (LEMSA) and
subcontractor(s) will deiver to EMSA dl tangible materids pertaining to the contract/grant
including but not limited to, any documentation (manuals, tutorias, or syssem administration
documents), records, listings, notes, data, sketches, drawings, memoranda, models,
accounts, reference materias, samples, machine-readable media, passwords, or eectronic
files needed to access software or code, and equipment which in any way relate to the grant.
Contractor and subcontractor(s) agree not to retain any copies of any of the above
materias.
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Chapter 6
Audit Reguirements

6.1 Audit Requirements

It is the respongibility of the applicant agency to ensure that al local, State, or federa
required audits are completed. The LEMSA must ensure that acceptable documentation is
maintained and made available to support dl project charges. Internd reviews should be
conducted periodicaly to ensure compliance with project design and budget and to
determine that al clams for rembursement are properly supported. The LEMSA should
ensure the following:

. Maintenance of proper records of project costs.

. Up-to-date recording of claimed expenses into the accounting system so that such
expenses can be traced to the origina records.

. Awareness of dl gpplicable laws, rules and regulations governing contracts with the
EMS Authority.
. Maintenance of an adequate property control system.

6.2 Audit Schedules

Audits of project records may be conducted by State or Federal auditors as circumstances
warrant.

6.3 Digribution of Audit Reports

Final Audit reports will be digtributed as follows:
Original - State Controller's Office
Copies - Governing Board, Steering Committee, or County Hedth Officer;
Project Director (applicant agency); EMS Authority-Contracts
Manager

6.4 EMSAuthority Monitoring and Site Vigits

EMSA gaff will monitor the project records and program performance on a quarterly basis.
The EMS Authority, at its discretion, will conduct periodic Site visitsto review adminigrative
documentation and products produced under grantsto the LEMSAS. These visitswill be
amed at asssing the LEM SAs in administering their programs and specid projects. Criticdl
discrepancies discovered during a Ste visit may be addressed by requiring the LEM SA to
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develop a corrective action plan to be submitted to the EMS Authority for review and
goprova. Pasgt performance will be an important evauation criteria used in reviewing future
goplications for grant funding.

EMS Authority staff will annually sdlect a specific number of random projects for an in depth
review by EMS Authority saff. EMSA gaff may dso review any project with which EMS
Authority has a concern regarding the appropriateness of project expenditures or other
iSsues.

Funding of Special Project Grantsfor Local EMS Agencies Page 26
With Federal Block Grant Monies (Revised 06/01) CdiforniaEM S Authority



Chapter 7
Project Reports

7.1 Genera

The Quarterly Progress Reports, and Final Project Report must be submitted to the EMS
Authority on atimely bassin accordance with the provisions of this section.

7.2 Quarterly Progress Reports

Quarterly Progress Reports are required to provide the applicant agency and the EMS
Authority with an evaluation of the project's progressin relation to the planned work and
milestones. The report should be asummary of the project activities that have taken place
during the specific quarter. An origind and one copy of each Quarterly Progress Report
shall be sent to the EMS Authority. Each report must contain the contract title, contract
number and identify the quarter covered by thereport.

Quarterly Progress Reports must be forwarded each fiscd year to the Contracts Manager at
the EM S Authority by October 15, January 15, April 15, and July 15. Claimsfor
reimbursement will only be paid if Quarterly Progress Reports have been submitted.

The initia progress report for a new project is required on the first due date shown above
that follows the effective date of the project, regardless of when actua work on the project
began. This may mean that the first report coverslessthan afull quarter period.

7.3 Quarterly Report Format
Quarterly reports should be in the format attached (see Attachment K).

Quarterly reports should describe the status of each objective and activity/task listed in the
project proposd. Status information should include a a minimum the following:

. What work was done under each activity/task?

. What product was produced for the specific activity/task?

. How was the activity/task evaluated? Were there any problems encountered in
carrying out the activity/task? If so, what steps were taken to overcome the
problems?

. What was the completion date or is the expected completion date of the
activity/task?
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. How will any delay encountered affect the total project time schedule?
7.4  Final Project Report

The Find Report, which will cover the entire project, will take the place of the last quarterly
report. The LEMSA can therefore start working on the Finad Report during the last quarter
of the contract. The Final Project Report is required not later than sixty (60) days
fallowing the termination or completion dete of the contract. Due to the short time limits for
the expenditure of the federa block grant funds, failure to submit the find report on time
could result inloss of funding. It is suggested that a reasonable number of additional copies
be produced for distribution to other agencies able to use the assi stance that the report could
provide. Thesixty (60) day grace period for the Final Project Report does not
congtitute authorization for reimbursement of costsfor work performed after the
termination date of the contract. Once the Find and Abstract reports are received and
approved, the fina 10% of the project fund will be processed for payment.

The Find Project Report will be used for the following purposes:
. To determine what effect the project had toward accomplishing the Agency's god.

. To determine the contribution of the project to the gpplicant agency's and
Cdifornias emergency medical services system.

. To evauate the benefits derived in relation to the cost incurred.
. To assst other LEMSAs that may need to address the same program issues.
7.5 Report Format
Unlike the quarterly reports, which report progress at the task leve, the find report should

consst of anarrative which addresses the project asawhole. The report must cover, but is
not limited to, the following topics:

Obj ectives
Regtate the mgjor objectives of the project as specified in the project contract. The

individua activities are not required to belisted. Thiswill alow andyss of thereport asa
separate document and will aid other agenciesin defining its use.

M ethodology

Describe in detail how the project was implemented. This description should specificaly
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address how each identified objective was accomplished. Thiswill be hepful to other
LEMSAsthat may desire assstance with asimilar program. The EMS Authority may use
the methodology description to develop cost ratios for work performed and to develop an
outline for implementing Smilar projects.

Problems

Describe any problems that were encountered in project implementation. If known, specify
dternate methods that would have avoided the problems and increased the effectiveness of
the project. Thisinformation will assist other LEMSAs in avoiding the same problems.
Results

Describein detail the results of the project in terms of meeting the project's objectives.
Als0, describe the results in terms of how they will be used to improve the agency's system.
Where gpplicable, describe estimated dollar savings possible from implementation of the

project’s results.

| mplementation Schedule

Outline the actua and/or revised schedule for implementation of the project and, if
gpplicable, make recommendations on how to avoid any implementation problems
encountered.

Documentation

Include any pertinent documents developed, e.g., any new or revised forms, diagrams,
management reports, photos, instructiona manuds, etc., so that other LEM SAs can adapt
this materid for their benefit.

Project Personnel

Identify the job classification of the key personnel who worked on the project and give a
brief description of their contribution. When a portion of the work was performed by a
consultant, give a brief evauation of the consultant's contribution.

7.6 Proect Abstract Report
Along with the fina report, the LEMSA must submit a separate project abstract report. This
report must be no more than two pages long and in the format attached (See Attachment
L).

The project abstract report should be typed, and should not exceed two pages. Avoid
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gpecial formatting (do not underline, use bold type, or justify margins, etc.). The
abstract report may be E-Mailed to the Contracts Manager at cmacrae@emsa.ca.gov or
submit on disk in ASCII format.”

The project abstract must include the following sections:

Introduction: Giveabrief history of the project (e.g., what conditionsled to its
need).

Project Description: Briefly describe what the project set out to accomplish and
what the mgjor objectives were.

Tasks/Methodology: Briefly describe what tasks were undertaken and how work
was carried out to complete the project objectives.

Outcomes. Briefly describe what products, data, reports, etc. came out of the
project and how these products will be used, or what benefit they have for the

agency.

Conclusion: Briefly describe the net impact of the project on the overal operation
of the EMS system, and any recommendations regarding modification to the process
or project asawhole.
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Chapter 8

Preparation of Reimbursement Clams

8.1 Invoice Requirements

All invoices for reimbursement of project expenditures should be prepared under the
direction of the agency accountant directly from costs recorded in the accounting system.
Thiswill ensure proper accounting for rembursements when received by the agency.

Agency invoices for rembursement must be in the format prescribed by the EM S Authority
and provide dl information requested, including, but not necessarily limited to:

. The agency name and address.

. The contract number and title for the project for which reimbursement is being
clamed.

. The exact period for which reimbursement is being requested.

. Show by budget category the exact expenditures, as debited to the agency's
accounting system, during the period for which reimbursement is being requested.

. The following statement: "I certify that thisclamisin al respectstrue, correct,
supportable by available documentation and in compliance with al terms, conditions,
laws, and regulations governing its payment.”

. A dgnature block and origind signature in ink of an authorized representative of the
agency.

A sampleinvoice in the required format is attached (See Attachment M). Invoices should
reflect only the Sate grant amount. The invoice must show the total grant budget, dl state
funds expended during the reporting period, al state expenditures to date, and the remaining
balance of the contract.

Claims must be submitted at least quarterly (within thirty (30) days of the end of each
quarter). Duetothelimited timein which federal funds must be encumbered and paid,
failureto submit a claim within thethirty (30) days may result in termination of the
project grant and reallocation of the special project fundsto another LEM SA.

Final invoices must be submitted no later than sixty (60) days after the end date of the
contract.
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Clamsreceived in proper order are usualy "scheduled” with the State Controller's
Office within fifteen (15) days of their receipt by the EMS Authority. During pesk
processing periods of the month (e.g., around the first and fifteenth), processing time
in the State Controller's Office may take longer. Agencies are advised to submit
their invoices a non-pesk processing times to ensure atimely reimbursement.

8.2  Advance Payment

Pursuant to Hedlth and Safety Code Section 1797.110, and upon request of the contractor,
the state may pay in advance up to twenty-five percent (25%) of the total annual contract
amount awarded.

Any LEMSA requesting a twenty-five (25%) will be required to certify that the LEMSA
does not have the funds to proceed with the project without the advance. Any LEMSA
receiving an advance will be required to submit clams on a quarterly or monthly basis.
Claims made up to the amount of the advance will be considered a credit unless the agency
can document a cash flow problem and has applied for an exemption.

Ten percent (10%) of the grant total may be held until the project is completed, al reports
are submitted and, al products have been delivered and approved by the EMS Authority.

Note: Thisadvance payment will appear as a credit to the Contracting agency’s
account, and costsincurred beginning with thefirst quarter billing by the contracting
agency will be deducted from the credit until the advance funds ar e exhausted.
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Chapter 9
Evauation of Projects

9.1 Project Evaluations

EMSA will formadly evauate the success of projects completed during the prior SFY. A
past project evauation will be completed and filed for each project. The project evaluator
will consult with the LEMSA project monitor during the evaluation.

9.2 Consderation of Past Performancein the Selection of Proposalsto be Funded

Copies of evauation summaries for past projects completed by the EMS Authority’ s project
monitor may be provided to the Proposa Review Committee and may be considered by the
Committee and EMSA management in sdlecting grant proposals for funding.
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SAMPLE BUDGET FORM
Block Grant Proposals

Budget Summary

ATTACHMENT J

Budget Categories

Total Block Grant
Funds

Personnd

Fringe Bendfits

Accounting

Advertisng

Budgeting

Communications

Equipment

Legd Expenses

Maintenance & Repairs

Materids & Supplies

Memberships, Subscriptions & Professona
Adtivities

Motor Pools

Printing & Reproduction

Professond Services (Consultants)

Space (Renta)

Traning

Trave
In-State
Out-of-State

Adminigrative/Indirect Cost 10%:
(figured only on per sonnel/benefits)

TOTALS




Thisisa sample Budget Form if you are requesting
Communications Equipment which requires a 50% match.

Budget Summary

SAMPLE BUDGET FORM
Block Grant Proposals

Budget Categories

Block Grant

In-Kind

Total Block
Grant Funds

Personnel

Fringe Bendfits

Accounting

Advertisng

Budgeting

Communications

Equipment

Legd Expenses

Maintenance & Repairs

Materids & Supplies

Memberships, Subscriptions &
Professond Activities

Motor Pools

Printing & Reproduction

Professond Services (Consultants)

Space (Rental)

Traning

Traved
In-State
Out-of-State




Adminigrative/Indirect Cost 10%:
(figured only on
per sonnel/benefits)

TOTALS

Budget Detail/Narrative

The budget detall/narrative have been combined to eiminated duplication efforts.
The budget detail/narrative needs to be in the order listed below.

Explain how each budget item will be used to fulfill the grant objectives.
Per sonnel:

Discuss the roles and responsibilities of each position funded under the grant. Identify the monthly,
weekly, or hourly rates, and personnd classfications. Listed below are possible samples of
personnedl codts:

Program Coordinator, 1.0 FTE

Example: Retirement 11.65%
Health 765% 40 hours @ $25.42 = $52,873.60
workers Comp. 274% Office Assigtant (1,040 hours on
OASDI 6.20% : -
Dental 1 ook gr7016 ezc;)%SS hour @ 1,040 hours
Life Insurance 2.74% ! )
32.00%

Fringe Ben€fits:

Itemize individua components that make up the benefits category (e.g., retirement, hedth plan,
workers Comp., OASDI, dental). The total fringe benefits may not exceed 32% of sdaries.

Accounting:

The cogt of establishing and maintaining accounting systems, preparing payroll and maintaining
necessary related wage records. Explain how the accounting costs wer e calculated.

Advertising:

The cogs for recruitment of personnel required for the grant, solicitation of bidsfor the
procurement of services and for any other purpose specifically provided for in the grant. Explain
how the advertising costs wer e calculated.

Budget:

The codts for the development, preparation, presentation, and execution of the project budget.
Explain how the budget costs wer e calculated.



Communications:

The cogsfor telephone cdls, mail, messenger service, and Smilar expenses. Itemize and explain
how the communication costs wer e calculated.

Equipment:

| temize the equipment to be purchased under the grant, including adiscussion of how the
equipment will be used to fulfill the grant objectives. Equipment is defined as an item costing
$5,000 or more.

L egal Expense:

The costs requir edin the adminigtration of the grant program. Identify the rate per hour and
number of hours needed for the grant.

M aintenance and Repairs:

Itemi zed the maintenance and repairs to be used under this grant and explain how these costs were
cdculated.

Materials and Supplies:

Itemize al materids and supplies to be purchased under thisgrant. All purchases should be
charged after deducting al cash discounts, trade discounts, rebates, and allowances received.
Explain how these items were calculated.

M ember ships, Subscriptions, and Professional activities:

Itemized the memberships, subscriptions, and professond activities to be purchased under this
grant.

Motor Poals:
Itemized the cogts of the provision of an automobile for use directly for the project, include the date,
time of departure and return, number of miles at .31/mi, vehicle maintenance ingpection, and repair

savice.

Printing & Reproduction:

Itemize the costs of printing and reproduction services when directly related to the project. Explain
how the costs were cal culated.

Professional Services (Consultants):

|dentify the monthly, weekly, or hourly rate of al consultants to be incurred under the grant and



explain the role of each consultant to be funded under this grant. Identify al expensesincurred by
the consultant (i.e, travel, lodging, per diem).

Space (Rental):

Explain how the costs of spacein privately or publicly owned buildings used specificaly for the
benefit of the project were caculated.

Training:

|dentify the cost of in-service training thet isto be provided for employee development that directly
benefits the project.

Traved:

Itemize what travel will take place under the grant, including number of people, destinations, and
purposes of travel in terms of fulfilling the grant objectives.

Adminigrative/l ndirect Cost:

Each LEMSA receiving agrant will be dlowed either to direct cost dl expensesor tocdama
maximum of 10% Adminigtrative/Indirect Cost (figured only on personne/benefits). A LEMSA
that chooses to utilize the 10% method will be required to submit to the EM S Authority an indirect
cod rate plan identifying dl itemsincluded in the 10% with their proposd. Each LEMSA choosing
to use the 10% method will not be permitted to direct clam any of the indirect/administrative costs
identified below:

. Accounting

. Budgeting

. Communicetions

. Legd Expense

. Maintenance & Repairs
. Motor Pools

. Space (Rental)



LEMSA
Address
City, State, Zip

Project Title

Progress Report
July to September, 200X

Contract: EMS-XXXX

October 15, 200X

ATTACHMENT K



Quarterly Report Format
Ligt dl the objectives, use additiond sheets to include al objectives established by the contract and
work completed each quarter.
Example Objective #1
To edtablish within the EMS Agency an organizationd and adminidrative structure for the planning,
development, and implementation of a comprehensve EMSC system. (The State EMSC “System

Planning, Implementation, and Management Modd for the Integration of EMSC into Loca EMS
Systems’ will be used asamodd.)

(Quarterly reports should describe the status of each objective and activity/task listed in the project.
Satus information should include a a minimum the following:

What work was done under each activity/task?

What product was produced for the specific activity/task?

How was the activity/task evduated? Were there any problems encountered in carrying out the
activity/task? If so, what steps were taken to overcome the problems?

What was the completion date or is the expected completion date of the activity/task?

How will any delay encountered affect the tota project time schedule?



ATTACHMENT L
Project Abstract Report
Project Title:
Project Period:
Amount Awarded:

LEMSA
Address

City, State, Zip

Introduction:

Give abrief history of the project (e.g., what conditions led to its need).

Project Description:

Briefly describe what the project set out to accomplish and what the major objectives were.

Task/Methodology:

Briefly describe what tasks were undertaken and how work was carried out to complete the
project objectives.

Outcome:

Briefly describe what products, data, reports, etc. came out of the project and how these products
will be used, or what benefit they have for the LEMSA.

Conclugion:

Briefly describe the net impact of the project on the overdl operations of the EMS system, and any
recommendations regarding modifications to the process or project as awhole.



Attachment N
Traved Allowance

Reimbursement may be requested for actua transportation expenses by public carrier in connection
with services rendered for the project and actua transportation costs for a personal car at the rate
of $.31 per mile or_less for travel expensesincurred for the project, while awvay from the
individud’ s headquarters. Claimsfor trangportation by scheduled airlines are dlowed at the lowest
fare avallable in conformity with the regular published tariffs for scheduled airlinesin effect on the
date of origination of the flight. Parking, toll bridge expenses, €ic., are permissibleif in
conformance with Department of Personnel Adminigiration regulations.

NOTE: Only thosetravel expenses specified in the project Contract budget
arereimbursable to the Contractor.

In computing the alowance for trave , the following maximum reimbursement will be
dlowed in any 24 hour period or fractiona part thereof:

L odging $0.00 without receipt

Lodging $79.00 with receipt ($110 with receipt per night plus tax for the

counties of San Francisco, Santa Clara, Alameda and San Mateo)

Breakfast up to $6.00

Lunch up to $10.00

Dinner up to $18.00

Incidentals up to $6.00

An incidentd alowance of up to $6.00 may be claimed for each 24 hour period.

No per diem expenses are dlowed at any location within 50 miles of the individud’s
headquarters as determined by norma commute distance. Medls are subject to the
following:

If trip was:

Lessthan 24 hours

Breakfast:
May be clamed if traveler left a or before 6:00 am. and returned at or after
9:00 am.

Lunch:
Lunch may NOT be claimed for travel of lessthan 24 hours.

Dinner:
May be clamed if traveler left a or before 4:00 p.m. and returned at or after
7:00 p.m.

More than 24 hours

Breskfast:



May be clamed if traveler left a or before 6:00 am. and returned &t or after
8:00 am.

Lunch:
May be claimed if traveler left a or before 11:00 am. and returned at or
after 2:00 p.m.

Dinner:
May be clamed if traveler left a or before 5:00 p.m. and returned at or after
7:00 p.m.

Any medls provided for in the regidtration fee of a conference or in the price of the
arlineticket are not separately reimbursable to the Contractor.



